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SITJECT t Peasei:nment and Separation of Personnel = B

1. Current persomnel ceiling reallocations and certain realirn-
rnents of funetions have resulted in problems of effective persomnel
utilization, Some offices have more members than are needed or
authorized at the same time that staffing requirements of other offices
call for the procurement of individuals having skills which correspoad
to those who arc in a surplus category in other parts of the Agency.,

2. The continuing aim of persomnel selecticon and placement in CTA
is the assirmment of each individval on a job that matches his capacity.
Success in this objective deperit on more than a conscientious attempt
at initially recruiting the right person for a specific vacancy. Yo
matter how well new recruits from outside are screened, investigated,
tested, and selected, these technlques fall short of achieving perfection.
Occasionally, the new member's first assignment is dictated by the
pricrity of work assignments so taat adeemate consideration is not given
to hie background =nd skills in deesiding where he is to be slotted. In
addition, security restrictions preclude revealing sufficient job speci-
fics to enable apolicants to gauge their owm suitability and adaptability.
The need to rematch individuals snd jobs arises, too, from changes which
take place in position requirements as a result of shifts in functions
and orranizations, os well as the fact that the abilities, skills, ox !
interests of people change or develop., To fail to make provision fo:
such adjustments in the assignments of persomnel wonld be to ignore whe
changing characteristics of both orgenizations and persons. Accordingly,
it is the purpose of this memorandum to outline the steps which ghould be

sken when Agency officials are confronted with these problems.

3. It is the responsibility of each Deputy Director, fssistant
Director, or other Office head, insofar as is possible, to s,ulsiy himseld
that persomnel under his jurisdiction are assigned to positions where P’y
sre most needed and for which they are best suited by aptitude and expsy

ence, Alsc, zs stated in CIA Notice _ "prompt action must bo 25X1A
s CRUT . fwy(“'f‘é
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taken to release those individuals who are undesirable or whose perform-
ances are unsatisfactory when there is no reasonable prospect to bring
about adecuate improvement through less drastic administrative or super-
visory action.™ Supervisory officials at every level are expected to give
such geidance, counsel, and training as will produce the attainment of
acceptable levels of performance by all members of the work force. The
supervisor is not recuired nor expected, however, to labor indefinitely
with individuals who are not qualified or cannot be qualified through
training or other means. A placement which is or becomes ineffective for
one or more of the reasons mentioned in the foregoing paragraph can some-
times be corrected throuch reassignment to a position for which the
employee has evidenced or demonstrated some oualifications or aptitude,
Hherever possible, such reassignnent should be accomplished within the
office component to which the individual is assigned; when this cannot be
done, the Persomnel Office should be advised in accordance with the
following paragraph.

L. The Personnel Gffice will be informed with respect to any employee
for whom intra-office reassignment cammot be effected and whose failure to
give satisfactory verformance results from a cause other than a kind of
incorpetence which may reasonebly be expected to be repeated on any future
assignment. At the same time, the Persomel O0ffice will be supplied with
a full evoluation of the mowledge, skills, and capabilities of the indivi-
dual, including an objective and complete analysis of shortcomings and
strengths. The evaluvation will be prepared by the irmediate supervisor
or other appropriate officisl. Based on his observations of the indivi-
dualts latent copabilities, the supervisor may wish to sugrest training
programs which might reasonably enable the individual to mualify for other
specific lines of work. Representatives of the Personnel Office will
comunicate with this official for such additional information as may be
necessary in order to develop plans for Agency reassignment. The need for
an accurate sapporaisal of psst performance and potential cannot be over-
emphasized. Subsequently, the existence of over-generous statements could
well create @ considersble obstacle to enforeing a decision that the indivi-
dual should be separated irvoluntarily. Since it may become necessary to
resort to separation ia the cvent that reassignment cannot be accomplished,
the official meking the evaluation must be prepasred to have his evaluation
used in connection with such oction. lore important, however, is the
1likelihood that a fair, honsst evaluation will result in a successful ond
bencfieial reassiznment. 11 parts of the Ageney will profii from a mutusa
understanding and strict adherence to this principle,

5. M emnloyee who is nede available for reassignment in accordance
with paragraph i cbove will be reported to the Persomnel Office which will
enter his neme on a “eplacement Roster. (Mormally, s»n individial will be
carried on the Revlzcement Roster for not to exceed 90 days. If reassign-
ment action cannotb be affected within this time, separation or other
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appropriate action will be initiated.) A% the same time, the releasing
office will mrke arrangements for physiczl lsention and temporary assipne
ment dering the period pending reasgignment or other action. As vacancios
develop in Agency offices, the Personnel Office is regpongible for
referring persons, including those in the Replecement Roster, who sre
regarded as being adequately aualified for consideration by the offices
concerned. Such referrals will be mrde either when externsl recruitrient
is requested or vhen other Agency members nay be pronosed for the puracse
of £illing the vacant positions. The Personnel Office will rrovide all
available information regarding an individual's background, cxpericnce,
weaknesses, -nd ~bilities. Reassisrnment effccted as a2 result of referpal
from the Replecement Roster will he subject to the condition that the
reassignee will serve not to exceed a six-month trial period in the new
position, TIf, upon the terminstion of this period, the office to which h.
has been renssi;ned is nct satisfied with his performance, action may be
initiated to separate him. The Personnel Office will be responsible “or
offering continuing ;uidance to the supervisor with the ain of providing
such staff sssistance as will help to oring a reassigned member to &
satisfactory level of perfornance. Placement Officers will conduct {follow-
up interviews at periodic intervels with both the individual and supervisor.
Such interviews should bring to light specific problems encountered by tha

 tricl member and provide an opportunity for developing remedial programs.,

25X1A , _

6. CIA S-Iotlce_descrlbcs the procedures to be followed to
separate an individval whose performance is so unsatisfactory that reassipn-
ment or other administrative measures are not justified. here a sceurity
consideration dictates such a course, however, separation will be effecterl
pursuant to the authority vested in the Director of Central Intelligence
under Section 102(c), 'lational Security Act of 1947, and in accordance

25X1A with CIA Pegulation NN

7. It rust be clearly understood that an individual undergoing reassign~
ment through the Replocement Roster device will not be made the responsibility
of the Personnel Office during the period required to locate a suitable
position or to effect other action. He must remain under the Jurisdiction
and control of the releasing office until reassignment or terminction is
effected.
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